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Current Status:  NOT IMPLEMENTED 
 
This control is intended to ensure that terminated employees are not paid after they are 
terminated.   DCFS management indicated that an employee has been assigned to 
trace terminated employees’ names to the Payroll Sequence Register for three 
consecutive months after termination.  However, this employee has not actually started 
doing the tracing.  Although our sample of ten terminated employees did not disclose 
any unauthorized payments, DCFS management needs to ensure staff implements this 
procedure. 
 
Recommendation #6 
 
DCFS management develop, issue and maintain a Translator Directory (including 
volunteer translators) to all facility managers. 
 
Current Status:  PARTIALLY IMPLEMENTED 
 
The Processing Unit has begun developing a Translator Directory.  When the Directory 
is completed, a copy will be given to each facility manager and updated as appropriate. 
 
Recommendation #11 
 
DCFS management monitor standby hours scheduled/worked to ensure employees do 
not earn more than $100 per month of standby pay. 
 
Current Status:  NOT IMPLEMENTED 
 
County Code Section 6.10.120 authorizes standby pay for full-time permanent 
employees who are assigned regularly scheduled periods of standby service.  An 
employee's item number determines the standby rate ($.25 to $1.00 per hour for most 
DCFS staff) and the maximum they can be paid, which ranges from $100 to $600 per 
month for DCFS staff.  
 
We reviewed the time records of 77 employees who received standby pay over an 
eight-month period.  Five (6%) employees exceeded their maximum monthly amount of 
standby pay.  Based on discussions with DCFS staff, controls have not yet been 
implemented to ensure employees do not earn more than the maximum allowed 
standby pay.  
 
Recommendation #12 
 
DCFS management assign the job of receiving and distributing warrants to staff with no 
other payroll or personnel responsibilities and ensure that personnel and payroll staff do 
not have access to their own warrants/notices of direct deposit. 
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  Current Status: NOT IMPLEMENTED 
 
County Fiscal Manual (CFM) Section 3.1.11 states that payroll/personnel sections 
should never be directly involved with receiving and distributing payroll warrants or 
notices of direct deposit.  This helps ensure that only appropriate employees receive 
warrants/notices and serves as a control to detect irregularities.  Our initial review 
disclosed that DCFS’ Payroll Section received and distributed warrants and notices.  
DCFS has reassigned this function to the Processing Unit.  However, since the 
Processing Unit is part of the Personnel Section and handles incoming and outgoing 
employees, allowing the Processing Unit to distribute warrants/notices does not comply 
with the Fiscal Manual requirements. 
 
Recommendation #17 
 
DCFS management ensure that staff independent of personnel/payroll functions verifies 
that written approval exists for each supplemental warrant listed on the County-wide 
Payroll (CWPAY) Report of Supplemental Payroll Warrants Issued. 
 
Current Status:  NOT IMPLEMENTED 
 
The Department still does not verify that written approval exists for each supplemental 
warrant issued.  Although all ten of the supplemental warrants we reviewed were 
properly approved, DCFS management needs to ensure that someone independent of 
personnel/payroll functions verifies the validity of each supplemental warrant.  This is 
necessary to ensure only authorized employees receive supplemental warrants.   
 
Recommendation #18 
 
DCFS management ensure continuous sick leave codes are properly utilized and 
recorded in CWTAPPS. 
 
Current Status:  NOT IMPLEMENTED 
 
The Department has not provided training to Payroll Section staff on coding sick leave.  
Seven (70%) of ten employees sampled with continuous sick leave were coded 
improperly. 
 
• Three employees’ payroll earnings were not reduced by the amount of workers’ 

compensation benefits paid directly to the employees.  This resulted in 
overpayments totaling $22,128 and incorrect sick leave balances.  

 
• Two employees’ timecards were not consistently coded with part pay sick time on 

the weekends. In addition, these two employees improperly accrued and used two 
holidays each while on part pay sick leave.  This resulted in overpayments totaling 
$909 and incorrect leave balances.  
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  • Two employees’ timecards were not coded with continuous part pay sick leave when 
their leave extended into the following calendar year.  This resulted in overpayments 
totaling $1,768 and incorrect sick leave balances. 

 
In order to ensure accurate payments to employees, DCFS management needs to 
ensure continuous sick leave codes are properly utilized and recorded in CWTAPPS. 
 
Recommendation #29 
 
DCFS management request from the CAO a blanket approval for overtime. 
 
Current Status:  NOT IMPLEMENTED 
 
According to the Pay and Benefit Interpretive Manual, exempt salaried employees 
cannot carry more than five full shifts of earned compensatory time on the books at one 
time, unless specifically approved by the CAO. 
 
Our initial audit found that many of DCFS’ exempt salaried employees work more than 
five full shifts of compensatory time.  However, the additional shifts were not recorded 
on their timecards because DCFS had not requested CAO approval to exceed the five-
shift limit.  Our follow-up review disclosed that DCFS has still not requested 
authorization from the CAO for employees to exceed the five-shift limit. 
 
Recommendation #34 
 
DCFS management utilize CWTAPPS reports to monitor the Department’s payroll 
operations and ensure the payroll supervisor reviews the CWTAPPS reports as required 
by the County Fiscal Manual. 
 
Current Status:  NOT IMPLEMENTED 
 
The CFM requires that departments investigate exceptions on several payroll exception 
reports and immediately process any necessary adjustments.  These reviews ensure 
that payroll payments are correct.  The reports should be annotated to document the 
disposition of each entry, signed and dated by the Payroll Section staff performing the 
investigation.  The Payroll Supervisor should review these reports each pay period to 
ensure that exceptions are corrected promptly and accurately.  The Supervisor should 
then sign and date the report to indicate it has been reviewed.   
 
As part of our follow-up review, we tested a total of 30 exceptions appearing on six 
exception reports to determine whether items on the reports were properly corrected.  
We found that five (17%) exceptions were not properly adjusted in CWTAPPS, resulting 
in underpayments of $573.  None of these reports were signed and dated by the staff 
performing the review or by the Payroll Supervisor.  
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  Review of Report 
 

We discussed our report with DCFS representatives on May 8, 2001.  The Department’s 
attached response indicates agreement with our findings and recommendations.  DCFS’ 
response also indicates that they expect to implement all recommendations by August 
2001and that DCFS has taken action to collect the overpayments noted in our review. 
 
We would like to thank DCFS management and staff for their cooperation and 
assistance during our audit.  If you have any questions, please call me or have your 
staff contact Pat McMahon at (213) 974-0729 or DeWitt Roberts at (213) 974-0301. 
 
 
JTM:DR:JS 
 
c: David E. Janssen, Chief Administrative Officer 
 Violet Varona-Lukens, Executive Office, Board of Supervisors 
 Michael J. Henry, Director, Department of Human Resources 
 Department of Children and Family Services 
  Anita Bock, Director 
  Harvey Kawasaki, Chief, Human Resources Division 
  Genevra Gilden, Chief, Quality Assurance Division 
 Public Information Office 
 Audit Committee 
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